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         Classification Description

Medical Office Assistant
Department:
Medical Examiner’s Office





FLSA: Non-Exempt
Job Class #:  
890000







Represented: Yes

Pay Range:
5M12

Classification descriptions are intended to present a descriptive list of the range of duties performed by employees in this class and are not intended to reflect all duties performed within the job.
 

GENERAL FUNCTION
This is advanced clerical work involving moderately complex work assignments involving the use of general medical, gross, microscopic, anatomical and toxicological terminology.  Employees in this class are responsible for maintaining a wide variety of records; typing letters, memorandums, reports, and other documents, including death certificates; answering and directing telephone calls; transcribing by dictaphone or from written notes, and maintaining a variety of records.  Work is performed in a responsible and independent manner with limited supervision and direction.

ESSENTIAL FUNCTIONS
Interacts frequently with members of the public.

Transcribes letters, memorandums, forms, reports, autopsy reports, documents, death certificates and records following specific policies or instructions from dictaphone or written original work.  

Coordinates appointments for professional staff with health care providers, law enforcement agencies, physicians, attorneys, funeral homes, families of victims and others as required.  

Maintains statistics, logs, records, inventories, and other office records according to established procedures.

Communicates verbally or in written form with agencies and individuals as necessary. 

Compiles information and generates reports from raw data.

Processes billings, statements and other accounts payable in accordance with Pierce County and department policy.  

Performs a variety of general clerical functions including typing; filing; communicating with individuals in person and over the telephone; preparing correspondence; maintaining account records; and operating personal computers, typewriters, copy machines, transcribers, dictaphones, telephones, calculators, adding machines, and other office equipment. 

OTHER JOB FUNCTIONS
May serve as department timekeeper and assist with payroll activities.

Assists in developing and day to day management of the annual department budget.

May be required to work exceptional or non-standard hours as necessary.

Performs related work as required.

KNOWLEDGE, SKILL AND ABILITIES
Current knowledge of modern office practices and procedures; business English; spelling; arithmetic; and medical and general medical, gross, microscopic, anatomical, and toxicological terminology.  

Ability to make minor decisions in accordance with laws, ordinances, regulations, and department policies, maintaining a confidential nature of department's activities.  

Ability to establish effective working relationships with other employees, outside agencies and the families of victims of decedents.

Ability to communicate effectively orally and in writing.

Ability to operate modern office equipment and to transcribe and take minutes of meetings and conferences at an acceptable level of proficiency as required by the position.

Ability to physically perform the essential job functions.

RECRUITING REQUIREMENTS
Graduation from high school plus a minimum of three years clerical or secretarial experience in a medical office or hospital setting.  Previous medical examiner or coroners office experience desirable.  Must be skilled at typing and transcription at a rate of at least 50 net words per minute.  
SPECIAL NOTICE: Will be required to maintain strict confidentiality of medical records and files and may be required to handle and view explicit photographs of death scenes and victims, and to type precise descriptions of wounds, injuries, or trauma of deceased persons of all ages.  Union membership is required within 30 days of employment.
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